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Cl ass Specifications
for the

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SUPERVI SOR SERI ES
( SELF- SUFF/ SUPP SVCS SUPVR SERI ES)

Series Definition:

This series of professional classes reflects the performance
of supervisory work in public assistance enploynent and training
and supportive services progranms which provide educational, job
training and placenment, and extensive supportive services to
eligible individuals and famlies.

Positions in this series plan, organize, supervise, and
direct the public assistance enploynent and training and
supportive services activities of a unit, section, or small to
noderate size branch in the provision of direct services to
eligible individuals and famlies; or plan and supervise the
program devel opnent, inplenmentation, nonitoring and eval uation
functions for the public assistance enploynent and training and
supportive services prograns.

Such work requires know edge of the goals, objectives,
policies, procedures, services and activities of the public
assi stance enpl oynent and training and supportive services
prograns; interview ng techni ques; social/enotional aspects of
human behavi or; basic human needs and standards of education and
heal t h; techni ques and net hods of counseling; comunity
resources, the services they provide, and their effective
utilization; work planning and organization; report witing; and
principles and practices of supervision; and the ability to
provi de counseling; plan, assign and review the work of others;
establish and maintain effective working rel ati onshi ps; eval uate
and assess the operations and activities of a unit, section or
branch; and conmuni cate effectively orally and in witing.

The know edge and abilities necessary to performthe work of
this series would typically be gained through education at the
col |l ege | evel, professional work experience in social work,

i ndi vidual or famly counseling, or related experience which

i nvol ved assisting individuals and/or famlies resolve personal,
soci al, enploynment, and/or enotional problens, and professional
wor k experience which denonstrated know edge of the goal s,

obj ectives, standards, services and activities of the public
assi stance enpl oynent and training and supportive services

pr ogr ans.
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Level Distinctions:

Classes in this series are distinguished fromeach other by
di fferences in:

1. The conplexity of work in terns of the size, scope, and
| evel of responsibility and authority and the variety
of work in the assigned area of responsibility (e.g.,
havi ng responsibility for a single public assistance
enpl oynent and training and supportive services unit,
or overall responsibility for the inplenentation of
enpl oynment and training, child care |icensing and
registration, and child care services prograns for a
smal |l to noderate size branch, or overal
responsibility for a division |evel staff office whose
functions include program pl anni ng, devel opnent,
noni toring, and eval uation).

2. Supervi sory responsibility is determ ned by a
conmbi nation of the follow ng factors:

a. anmount of time spent in the performance of
supervisory duties and responsibilities (e.qg.,
wor ki ng supervi sor versus full supervisor);

b. level of subordinates supervised; and

C. supervisory activities perfornmed which is
condi tioned by the organizational setting,
del egated authority, and the difficulty of work,
variety of functions, and conplexity and size of
t he organi zati on supervi sed.

3. The breadth of know edge and abilities required to
pl an, organi ze, direct, supervise and inplenment the
activities of the organizational segnment for which a
position is responsible.

4. The nature and extent of supervisory control exercised
over the work performed which limts the scope of work,
t he i ndependence with which it is perforned, and the
nature and finality of decisions.
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This is an anmendnment to the specification for the SELF-
SUFFI CI ENCY & SUPPORT SERVI CES SUPERVI SOR ( SELF- SUFF/ SUPP SVCS
SUPVR) SERI ES, which was approved on Novenber 14, 1994.

DATE APPROVED: 7/3/01

DAVI S K. YOd
D rector of Human Resources Devel opnent

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SUPERVI SOR | 3.418
( SELF- SUFF/ SUPP SVCS SUPVR 1)

Cl ass Di sti ngui shers:

Supervi sory Responsibility: This class reflects the working
supervi sor over a small staff (typically 1 - 3) of Self-
Sufficiency & Support Services Specialist Ill positions and ot her
clerical and paraprofessional support staff.

Conpl exity: As a working supervisor, responsible for
supervising, 1nplenmenting, and coordinating the day-to-day
activities of a small operational public assistance enpl oynent
and training and supportive services unit and for perform ng work
conparable to the journey-level class, Self-Sufficiency &

Support Services Specialist Ill. Positions in this class do not
have significant unit managenent responsibility.

Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: Goals, objectives, policies, procedures,
standards, and guidelines of the public assistance
enpl oynment and training and supportive services prograns;
State and federal regulations, |aws and directives governing
t he public assistance enpl oynent and trai ning and supportive
servi ces prograns; basic know edge of the agency's public
wel fare and soci al services prograns; team approach to
service delivery; social/enotional aspects of human
behavi or; conprehensive knowl edge of comunity resources,
the services they provide, and their effective utilization;
common probl ens and needs of the target popul ation;
i nterviewi ng techni ques; techniques and net hods of
counsel i ng; basic human needs and standards of education and
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heal t h; various educational proficiency and aptitude testing
instrunments and their purposes; general career requirenents
and | abor market trends; work planning and organi zati on;
report witing; the role and responsibilities of a |line
supervisor; and services, activities and operations of an
operating public assistance enpl oynent and training and
supportive services unit.

Ability to: Explain laws, rules, and regul ati ons of
t he public assistance enpl oynent and training and supportive
services program provide counseling; admnister and
interpret proficiency and aptitude tests; establish and
mai ntain effective working relationships with clients,
assessnment team nenbers, conmunity groups and agencies; act
as an advocate for the client; assist clients to gain
insight into their social, enotional and health probl ens and
notivate themto overcone these barriers; assign and review
the work of others; elicit cooperation and deal effectively
wi th individuals and groups; and conmuni cate effectively,
orally and in witing.

Supervi sion Received: Positions in this class receive
general supervision which is normally exercised through regularly
schedul ed conferences and review of reports, correspondence, etc.

The supervisory conference is utilized for discussing the
progress of the unit, providing guidance on difficult or problem
cases, and evaluating the effectiveness of the work perforned.

Exanpl es of Duties: (Positions may not be assigned all of the
duties l1sted, nor do the exanpl es necessarily include all the
duties that nmay be assigned. The omi ssion of specific statenents
does not preclude managenent from assigning such duties if such
duties are a |logical assignnent for the position. The
classification of a position should not be based solely on the
exanpl es of duties perforned.)

1. Supervises a small group of |ower |evel self-
sufficiency and support services specialists and
clerical and paraprofessional support staff in an
operating unit.

2. Evaluates services provided to participants and
recommends additional services, if necessary.

3. Evaluates and assesses unit activities in relation to
uni t/ program obj ecti ves.

4. Provides input on new or proposed changes in agency
operational policies and procedures.

5. Assigns cases and tasks to staff.
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6. Eval uates subordinates' work productivity in relation
to standards of performance for the unit/program
7. Reviews random cases to eval uate worker strengths and
weaknesses and to identify training needs.
8. Provides consultation, direction and advice on
procedural or technical aspects of cases.
9. Reviews case records to ensure that cases are being
properly docunmented and are in conpliance with
est abl i shed procedures.

10. Devel ops, inplenents, and conducts on-the-job training
for new workers to orient themto the agency and the
unit.

11. Conducts interviews and collects data regardi ng psycho-
social and health barriers to enpl oynent and
prelimnary enployability information.

12. Adm nisters screening instrunents and determ nes the
need for additional tests. Makes appropriate
referrals.

13. Serves as a menber of the assessnent team

14. Coordi nates individual and group interviews between the
client and the assessment team

15. Inplenents the barrier renoval plan and follows up with
service providers and the assessnent teamto determ ne
if the client is ready to proceed into the
enpl oyabil ity phase.

16. Links clients/famly menbers to needed servi ces.
Follows up to see that services are adequately and
appropriately provided.

17. Monitors and evaluates clients' participation and
pr ogr ess.

18. Works directly with the client on a continuous basis to
sustain a positive relationship.

19. Establishes and mai ntai ns cooperative worKking

relationships with referral sources, enployers and
service providers including individuals, public and
private agencies, through personal visits and tel ephone
contacts to secure appropriate referrals, and to
enhance the delivery of services and enpl oynent
opportunities for clients.
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20. Manages a casel oad and maintains case records in
accordance wi th established procedures.

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES SUPERVI SOR | | 3. 419
( SELF- SUFF/ SUPP SVCS SUPVR 11)

Cl ass Di sti ngui shers:

Supervi sory Responsibility: This class reflects the ful
supervi sor over a noderate to large staff (typically 5 or nore)
of Self-Sufficiency & Support Services Specialist Ill positions
and other clerical and paraprofessional support staff.

Conpl exity: This class reflects responsibility for
pl anni ng, organi zi ng, supervising, and coordinating al
activities of a noderate to |large size operational public
assi stance enpl oynent and training and supportive services unit.
This responsibility includes defining unit objectives in
accordance with agency policies and priorities and devel opi ng
met hods and procedures to achi eve those objectives.

Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.) In
addition to the know edge and abilities required of the next
| ower |evel:

Know edge of: Conprehensive know edge of the goal s,
obj ectives, policies, procedures, standards and guidelines
of the public assistance enpl oynent and training program
and principles and practices of supervision.

Ability to: Plan, assign, review, and evaluate the
wor k of subordi nat e professional, paraprofessional and
clerical staff; and plan, organize, and evaluate unit
activities and operations.

Supervi sion Received: Positions in this class receive
general supervision and are given considerable latitude in
devel opi ng unit procedures, establishing unit priorities, and
carrying out unit activities.

Exanpl es of Duties: (Positions may not be assigned all of the
duties l1sted, nor do the exanpl es necessarily include all the
duties that nmay be assigned. The om ssion of specific statenents
does not preclude managenent from assigning such duties if such
duties are a |logical assignnent for the position. The
classification of a position should not be based solely on the
exanpl es of duties perforned.)
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Defines unit objectives in accordance w th agency
policies, objectives, priorities and expectations.

Devel ops and i npl enents net hods and procedures to carry
out unit objectives.

Exam nes and eval uates available data in relation to
services provided to specified clientel e and determn nes
addi tional services required.

Revi ews and eval uates the delivery system net hods,
outputs, activities, and service results in relation to
the target popul ation needs. Identifies gaps in
resources and possi bl e inprovenents.

Eval uat es and assesses unit activities in relation to
uni t/ program obj ectives, considering quality and
guantity of work conpl et ed.

Provi des input on new or proposed changes in agency
operational policies and procedures.

Devel ops, inplenments, and conducts on-the-job training
for new workers to orient themto the agency and the
unit.

Assi gns cases and tasks to subordinate staff based on
i ndi vi dual capabilities and work | oads.

Exam nes and eval uates enpl oyee work productivity in
relation to standards of perfornmance of the
uni t/ agency.

Revi ews a sanple of conpleted case actions to eval uate
wor ker strengths and weaknesses and to identify
trai ni ng needs.

Provi des consultation, direction or advice on
procedural and/or technical aspects of cases. Reviews
speci fic case probl ens, suggesting alternative
approaches, resources, etc., to enable worker to nake
appropri ate deci sion.

D scusses and/ or counsels enpl oyees on their work
per f or mance.

I nterviews prospective applicants for various positions
wWithin the unit.

Eval uates unit's need for supplies, equipnment, and
of fice space to ensure that the unit has adequate
resources to provi de necessary services to recipients.
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15. Tal ks with anxious, confused, and/or irate recipients
and/ or comunity conpl ainants to alleviate doubts and
fears and to address concerns.

16. Speaks to community groups describing agency's purpose,
prograns, and nethods of service delivery.

17. Responds to requests for information fromindividuals,
public, and private agencies.

18. Participates in conciliation hearings and fair
heari ngs.

SELF- SUFFI Cl ENCY & SUPPORT SERVI CES 3.420
SUPERVI SOR 1 1]
( SELF- SUFF/ SUPP SVCS SUPVR | 11)

Cl ass Di sti ngui shers:

Supervi sory Responsibility: This class reflects
responsibility for supervising the activities of:

A a |large section of operational public assistance
enpl oynment and training and supportive services units
t hrough subordi nate supervi sors; or

B. a small to noderate size branch which provides the ful
range of the agency's services to a specified
geogr aphi cal area through subordi nate supervisors; or

C. a staff of lower |evel program specialists including
speci alist(s) responsible for planning, devel oping,
revi sing, inplenmenting, evaluating and nonitoring
policies, procedures and standards for a major
conponent of the statew de public assistance enpl oynent
and training prograns.

Conpl exity: Responsibility for planning, directing,
controllTing and coordi nating through subordi nate supervisors, the
activities of a large section conprised of public assistance
enpl oynment and training and supportive services units (e.g., Cahu
JOBS Section); or responsibility for inplenmenting, through
subordi nate supervisors, the full range of the agency's services
for a branch of small to noderate size (e.g., Hawaii, Maui, or
Kauai ); or responsibility through a staff of program specialists,
for the program devel opment activities of the statew de public
assi stance enpl oynent and training and supportive services
pr ogr ans.
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Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: The m ssion, organizational structure,
obj ectives, policies, procedures, standards, guidelines,
services, activities and operations of the public assistance
enpl oynment and training and supportive services prograny State
and federal regulations, |aws and directives governing the public
assi stance enpl oynent and training and supportive services
program goals, social/enptional aspects of human behavi or;
common probl ens and needs of the target popul ation; basic human
needs and standards of education and heal th; general career
requi renents and | abor market trends; comnmunity resources, the
services they provide, and their effective utilization; team
approach to service delivery; principles and practices of
supervi si on; budget devel opnent, effective work organization and
staff utilization.

Ability to: Plan, organize, coordinate and evaluate the
activities and operations of public assistance enpl oynent and
training and supportive services units and/ or prograns; interpret
and explain State and federal regulations, |aws and directives
governing the public assistance enpl oynent and training and
supportive services program deal effectively with individuals
and groups; communicate effectively orally and in witing; assign
and review the work of others.

Exanpl es of Duties: (Positions may not be assigned all of the
duties l1sted, nor do the exanpl es necessarily include all the
duties that nmay be assigned. The omi ssion of specific statenents
does not preclude managenent from assigning such duties if such
duties are a |logical assignnent for the position. The
classification of a position should not be based solely on the
exanpl es of duties perforned.)

Type A

1. Plans, organizes, directs and coordinates the
operations of a |arge operational section of the public
assi stance enpl oynent and training and supportive
servi ces prograns.

2. Defines and formul ates operational goals and
obj ecti ves.

3. Prepares plans for program i nprovenent, expansion, or
new progr ans.

4. Exam nes and eval uates avail able data regarding a
particul ar popul ati on and determ nes the need for
addi ti onal services.
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5. Consults with resource persons inside and outside the
agency.
6. Exami nes and eval uates actual outputs of units in
relation to expected outputs.
7. Conducts nmonthly neetings with unit supervisors.
8. Prepares internal office comunications and nenos
del i neating new or revised procedures for staff.
9. Assigns special duties to units/individual staff.

10. Provides consultation, direction, or advice on
procedural and technical matters based on own know edge
of agency/ program pur pose, goals, objectives, policies
and procedures.

11. Effectively and efficiently coordinates the activities
of its section.

12. Reviews and di scusses section and branch standard
operating procedures and expectations with new unit
supervi sors, describing structure and objectives, tasks
and functions and work procedures to orient themto
hi s/her role and contribution to agency efforts.

13. Reviews and determ nes subordi nates' |evel of
functioning and task performance.

14. Responsible for all personnel actions for the section.

15. Evaluates training needs of the section.

16. Speaks to other agencies and community groups regarding
t he agency's prograns, purpose and team approach to
servi ce delivery.

17. Attends interagency neetings or conferences.

18. Listens to and responds to conpl aints.

Type B:

1. Coordinates and directs the devel opnent and subm ttal
of annual program plans and bi enni al program budgets
and suppl enental budgets for the branch in accordance
wi th established guidelines.

2. Devel ops and issues branch policies and procedures to

suppl enent st atew de program policies and procedures.
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3. Prepares and issues directives to staff for their
action.

4. Prepares and issues informational nenps to keep staff
fully informed of comunity, departnent, division and
branch devel opnents and resources as these affect
oper at i ons.

5. Plans and conducts staff neetings.

6. Assesses inpact of newy proposed prograns and policies
and procedures on branch operations, submtting
comments, suggestions and recomendations to the
Di vi sion Adm ni strator.

7. Establishes regular and systematic reviews to ensure
conpliance with policies, rules and regul ations of the
branch's prograns.

8. ldentifies training needs of the branch staff.

9. Determnes need for additional positions.

10. Reviews, approves and reconmends personnel actions for
t he branch.

11. Evaluates job performance of subordinates and conducts
supervi sory conferences on a regul ar basis.

12. Initiates and executes formal interagency agreenents
for cooperative work, delineation of responsibilities
and clarification of roles with respect to nutual
clients.

13. Serves as resource to other branch chiefs and their
staff.

14. Receives conplaints fromindividuals and agenci es and
takes appropriate action within the branch.

Type C

1. Supervises the devel opnent of statew de program goal s
and objectives for public assistance enpl oynent and
training and supportive services programin accordance
with State and federal requirenents.

2. Formul ates policies and procedures to inplenent

obj ecti ves.
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3. Recomends nethods and types of services that best
address the needs/problens of the respective target
popul ati ons.

4. Oversees devel opnent of State plans for all public
assi stance enpl oynent and traini ng prograns.

5. Establishes program standards, rules, and procedures
needed to ensure proper inplenentation of program
services and to assure conpliance with State and
federal funding requirenents.

6. Conducts program analysis to identify the nature and
extent of problens and unnet needs.

7. Sets programpriorities and recommends all ocation of
resour ces.

8. Develops reporting procedures to nmeasure attainnent of
program goal s and objecti ves.

9. Devel ops necessary proposals for |egislation and
fol |l ows-up throughout the |egislative process,
i ncludi ng the devel opnent of testinony and ot her
supporting docunentati on.

10. Oversees devel opnent of programrul es and procedures
consistent with requirenments of funding sources and
applicable State/federal |aws and regul ati ons.

11. Maintains |liaison and conmunication with staff of
federal funding sources.

12. ldentifies and recommends areas for program staff
traini ng.

13. Perforns necessary activities to pronote conmunity
awar eness and solicit comunity support of services to
t he targeted popul ati on.

14. COversees the regular review of program devel opnent
activities inrelation to neeting client needs,
i dentifying programdeficiencies, problens and causes.

15. Prepares nulti-year program and financial plans and
budget requests.

16. Mnitors expenditure plans.

17. Reviews and eval uates subordi nate staffs conpl eted
assignnments, reports and workflow and the tinme franes
in which tasks are acconpli shed.

18. Initiates all personnel actions on behalf of
subordinate staff.



